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MEMORANDUM FOR: Special Agcistayt fo the ‘oting Deputy Director for 
Central fx ald ence 


PROM 
THROUGH : Aeting MMrector of Personnel 
SUBJECT : Form Yuip. cuslicicasions Update and Related Qualifications 


Reeord oot-ivt 


1. (U/ATUO) In redponme (9 vor recent request, there is provided 
the purpose and general in “ors tan about Form thin, Qaltfieations Uodat=. 
Also, because of the Pow iu -eleationrship to maldfieations Analysis 
Branch activities, there is prevtdei, 2c further requested, information 
pertinent to qualificetiazg: coating : the preparation of biographic pro- 
files, 


A. Form bubn, cuslifieations Update (and the Quelifieations 
Record System): 


The Gualificetions Update, Form 44hn, is for the 
purpose of obtaining persenal and professional information 
from Agency emp ovens which sae changed since initially 
provided in the cerscaa) Iistary Statement or previously 
updated, @wplovees, on chetr on iaitiative, may complets 
and submit the ‘orae anyciac they believe there is in- 
formation to be afde: of changed, As a reminder of this, 

a atatement iq crinted o2 the Fitness Report form. 

Completed forme are -aiie: ‘co the Office of Personnel, 
where the Qualification: (nojyeia Branch (OAR) has the 
responsibility of plecing eppropriate information in the 
Agency Wwalificetion: Recor? System (ORS). Form b4kn 

only supplemen?: 2 prenerthed independent manner for 
perlodiesliy tmrjetins the oxalifications record of emploveet 
4t factiivetes ant epectises opportunity for reporting 
changes, especially of uéd-job related nature. 


The primase; oeto7ci for upieting the 98S cperates 

automatically $n thet anelyete of the Coding Section of 
QAB utilise 4 cyeter of computer produced name listings ; 
to call up Official Paraomnel Foldera for cycled reviews. : 
The ORS permits: the recording, Miling and retrieval of 
biogrephic data, experience, education and special gqualifi- 
eations of Agency e-pleyeec. Storage of this information 
is in coded fora anchline rapid retrieval by high speed 
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Form thin, qualicicationr Undate and Related cualifications 
Recor) Activit len 


computer, With Gapleradcation, in Noverber 197k, of the 
computer call-up of Cl f's for the sualiffeations updating, 
the practice of recor! in \ mmber of Porm tlln receive: 
was 4iscontinued, Ger lan’ raeorting, however, shows that. 
during FY - 1°75, Forac buie waxe coded by GAR. The 
musber of Forna ‘Dn complete! will vary, of course, but 
@ current minis: approciwtion of receipt would be [T] 
annus y « 


Qwalifications Colina svi Horreaphic Profile Production: 


Attached arc cumtigtics of qualifications coding 
accomplished Juring 1°73, 397° and 1977. Additionally, 
there is given for be geo periods, production o? the 
Biographic Profile Section ef GAS, 


A Blographic i+ro lle 44 9 digest of basic personnel 
data prepared by the Office of Personnel in standardized 
form from officiel personnel records. Profiles are used 
by supervisors, opera’ i: ““icinlea, and Career Services 
in formulating and imple tng lecielons eoncerning the 
utilisation ant jevelooment of the individval, The Profile 
supports varloue pragrans onc activities of the Agency 
euch as the competitive + wiion program, readtionment 
of personnel, selocticn of injividuals for training, ani 
eareer deve Llopmens., 


abe 


Along with anmly: ues mm! coding of qualifications, 
members of the Coding Section participate in the identi‘i- 
cation of those aap ier eas bert qaalifled to meet current 
or anticipate) coarat!oaal requirements} aleo, eee 
reports of quali *icat’ ome /eta, at needed, by authorize 
Agency offietals. & Haeraphic Profile analysts in 
the “orn LAX profile, have prepared 
narrative profiles whien were formed into a book displaying 
principal officials o° 14, and aeke special profiles used 
for purposes of intra iwet Lon, 


Snhancament activities: 


Sipnifican’. to the act divities of qualifications 
coding and the preparstios o° biographie profiles ie the 
ecurrewily on-coing deve iapeene of a computer program 
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Subject: Form ikhn, AlLificatiow Upiate ant Related Qualirfagtions 
Record Activities eee ge 


called OperatLon of the[___ jaya tent wilt: 
support the tice be Yaesonnel and Office of Training. 2 

Tt wil permit qlear-text printouts by ter of ads 
status (personal) inte avi cuelifieations skilis/specialties' 
recorded for each employer and maintained in the ered 
Qualifications Record "ysters slso, the recording ee 
control of language skills (ata and proficiency sul ae 

GR requirements; and, eo irttial interia mini-type © 
compater protuced blog-ephic profile. 


\eClesr-text gexmary would be distributed ammelly 
to. Piero soliditin: thele validation of the cage ee 
or iniicatian of errors of omission or commission. = 8 
action woald remilt ip nore accurate end meaningful am 
formation avatiarie few menagement purposes, and orn 
exployees 6 knawledse 9° vhat residea in the ORS 
them 


* 


fhe advantaze of ¢onmeter produced piographic = 
4s cbviows «- manual method of produetion iz too a. wa 
does not en@ble rorabing « level assuring pga at: en 
all employeds. > compute produced profile whould prov! 
updated date et ot) tines. 


will extract otatus (personal) information 


from ! j 
reject, om! specialty date (ekilis) 
from pe Qualifications imentory File. Display of this 


data in o profile choulé remult in August /Septenber ve 
History of anegensest: ard promolions will come from the 
General . dives Project: (iar =~ in developmental ateage 
i me profile display by mid-1979. Teterfacing 


ee te ee een tor trating date is 
targetted for Inte 2079. 
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Attachment. 
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SUBJECT: (Optional) 


0 ‘ CIA.RDP 82-00 


CON, aki bozo 040- 


Form Ldn, ‘Qualifieations Update and Related qualifications Record 
Activities . 


, — 
et SECRET 


FROM: 


STAT 


TO: (Officer designation, room number, and 
building) 


Ler, Control Division 


DATE 


RECEIVED > | somwaanen 


EXTENSION 


= 


OFFICER'S 
INITIALS 


an 


DD/PERS/P&C 
1006 Ame s Building | 


Z hi Aalaa 


| 

$. 

! 
paren ae 


ate 


T 


1. 


13. 


wey slae fe0 


610 “Hers A Poe 


CONFIDENTIAL 


NO. 


DATE 


30 January 1978 
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